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INSTRUCTION: FUR UoF UF 4 CORDS
SUZV Y OB U7 (Form No. 138)

In or er to nrepare comprelensive Nccords Control Schedules and to
oroperly enalyze and evaluale he resulis o.tained it is essential
that & hork Sheet be prep: red for each records series as outlined
bhelow:

a, Date Enter the curreri date of the survey.

b. Office, Division, 8rirech, and Section. Enter the orpganiza-
tional elements down to ire unit maintaining the files.

¢, Locotion. ¥nter Luiliing name or mmmber and room numbey,

de Name of File., The titlr selectnd for the file sories
should Le descriptive, e Fwexrlanctory, and consistent vith the
terninolory of the office using and raintaining the file.,

e, QCustodian, Fnter nzme of 1the custodian or the person who
18 resnongible for the files.

£ Description. This is the most imnortent factor involved in
conducting a records dispositiza survey, The Ares Racords Officer
should obtain answers to questiims such s these: whot is the
rurpose or use of the record? shere does it orifinate and to what
aff o s 3 ah dtsteibuiad?  Whab i3 its reletionship to other
re¢ords? What is the irequencs of use? Such questions are obviensly
necessary for a copetent appraisal of the records. The i poriance
of accuracy ¢nd corpletenezs in this Jetail cannot be sver emphé~
sized if proper values are o b2 assigned te records.

g. Filing. Arrsncement, Record the filing arrangement of
the record series. This should be recorded in brierf atatements
such as: "Alphabetically by Sumame,® "Alphabetically by Subject "
"Numerically by Requisition tunser,® ete.

. Ynclusive Nates. Enter the date (year only) of the oldest
document in the series and the date {rear only) of the most recent
documentis.

i, Oize of Records. Checdl: in appropriate squares the size of
the Records and enter the “inec: feet of records in the DX providad,
Lincayr feet of records recorded on Survey Sheets should be the
actusl me: 3urement reperdless «f the size of Lhe record, lLater, whan
preparing the Records Contioel Schodule this Tootare will be converte
&d to cubic feet in accordence vith the atrached table of standard
measurenents (See exhibvit lio. 1

Jo  Equipment Ocecupier by hecords. Checlk in the approoriate

squsre the type of filing equiprent housing the ; r
the AnprevedFarBalaass ID0UDSI30: GIA R 000dRRE 008 0sTE
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k. Remarks. This space is useful for recording ideas, con-

craotions, comments, or other informetion pertaining to the veuscrd

s not included elsevhere ¢n the vork shect. Such bits of
=ation often aid materially in the evaluation nrocess or in

wivinr & yrecord problew,
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